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(4) Last modific.:ation number. 
(5) Last call or order number. 
(6) Contractor name and address. 
(7) Dollar amount of excess funds. if any. 
(8) Voucher number and date. if final paymt!nt has 

bet!n made. 
(9) [nvoice number and Jate. if the final ;,ipproved 

invoice has been forwarded to a disbursing office of another 
agency or activity and the status of the payment is unknown. 

( l 0) A statement that all required contract administra­
tion ac.:tions have been fully and satisfactorily accomplished. 

( 11 ) Name and signature of the contr:icting officer. 
( 12) Date. 

(CJ When the st:itement is completed, the c.:oncr:icting 
officer shall ensure that-

( 1) The signed original is placed in the conrracting 
office contract file (or forwarded to the concracung office 
for placement in the tiles if the contract administration 
office is different from the contr:icting office): and 

(2) A signed copy is placed in the :ippropriate contract 
administration tile if administration is perfonned by a con­
tract administration office. 

4.805 Storage, handling, and disposal of contract files. 
(a) Agencies shall prescribe procedures for the handling. 

storing, and disposing of contract tiles. Such procedures shall 
take into account documentS held in other than paper format. 
such as microfilm and various elecrronic media. The original 
medium on which the document was created may be changed 
to facilitate st0rage as long as the requirements of Part 4. law 
and other regulations are satisfied. The process used co creace 
and store records must record and reproduce the original docu­
ment. including signarures and other written ond graphic 
images completely. accurately, and cle:rrly. Dara cransfer. st0r­
age. and retrieval procedures shall protect the original data 
from alteration. Unless law or other regulations require signed 
originals 10 be kept. they may be destroyed after the record 
copies on alternate media and copies reproduced from the 
record copy are verified to be accurate. complete and clear rep­
resentations of the originals. Agency procedures for contract 
tile disposal shall include provisions 1hat the documents speci­
fied in par:igraph (b) of this section shall not be destroyed 
before the times indicated. When original documents have 
been convened to allemate media for s1orage. the requirementS 
in par:igr.iph tb) of 1h.is section shall apply to t~e record copies 
on the alternate media instead of the original documents. 

(b) If :idministrative records are mixed with program 
records and cannot be economically segregated. the entire 
tile should be kept for the period of time approved for the 
progr:im records. Similarly. if doc·umentS. speciricd below, 
are part of :i subject or case file which documents activities 
different from those spec1fietl below. they should be treoted 
in the same manner :is 1he tiles of which they :ire a part. 

-+- I~ 

FEDERAL ACQUismoN REGULATION 

D OCUMENT 

( I) Records peruinang to excep­
tions or protests. claims for or 
ag:unst the United States. investi· 
gauons. cases pending or 1n 
litigation. or simi!Jr maners. 

('.!) Signed originals of con­
muctions contracts over S2.000 
and ;ill other contracts over 
S25.000. 

(3) Signc:d originJ!s of justific;i-
tio ns and approvJ!s and 
determination ;ind findings 
required by Pa11 6. and copies of 
supponing document~ and dat.1. 

(.1) Signed originJ!s of con­
<trucuon conu:icts of S2.000 or 
less and Jll other contracts of 
S25.000 or less. 

(5) Unsuccessful offers or quo· 
rations that pen.:un 10 contracts 
using simplified acqu1si11on proce­
durcs. 

l6) Contract status (progress­
ing). expediting. and production 
surveillance records. 

( i ) ReJC:Cted c:ngineering 
change proposJ!s . 

\S) l...1bor compliance records. 
including equal c:mployment 
opponuniry records. 

(9) Documents pertaining gen· 
c:rally 10 the contract0r JS 

described :u .1.801(c)(3). 

( IOI Records or documents other 
1 han those in pangr:iphs 
.1.805fb)( l ).19) of this section per· 
taming 10 contracts using 
-.mplific:d acqu1s1tion procedures. 

r 11 J Records or documents 
other than those in paragraphs 
.1.S05(bJ( IH I Ol of this section 
pen.:umng to coniracts not using 
~1mplified acquirnion procedures. 

! I~) Files for cancelled solicna· 
tions ISCC .t 8011cJ(I)). 

( 13) Solicited and unsolicned 
unsuccessful offers :lfld quotation~ 
above the ' implificd acquisition 
ttm:shold: 

' 1) When filed sepJrately from 
contract case files. 

li i) When filed wnh contract 
i..:aM: files 

R ETENTION PERIOD 

Until final clearance or settle· 
men!, or until the retent ion 
period otherwise specified for 
the document in paragraphs 
(b)('.!) 1hrough ( 13) below is 
completed. whichever is later. 

6 ye= and 3 months after finlll 
pnyment. 

6 yc:us and 3 months after finlll 
payment. 

3 ye:us after linJI payment. 

Rct.lin I vear after date of award 
or until fi

0

nJI paymenL whichever 
is lacer: but if the contmcting offi· 
cer determines that the files have 
future value 10 the Government. 
retain JS long as advisable. 

6 months after final payment. 

6 monihs after final payment. 

3 years after final payment. 

Until superseded or obsolete. 

I year after linJI payment. 

6 years and J months after final 
payment. 

5 years after c:incellation. 

Unnl contract completion date. 

6 years and J months after final 
payment. 


